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CARGO AND HOUSEHOLD CONFIERT
MOVEMENTS PROCEDURE
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A. Qemersl

1. ALl incoming g, documents, forms and correspondence relative to move-
ment of cargo and household goods will be received by the meil and registry personnel
of Administrative Staff. S

2., Al materisl will be logged in Administrative Staff es follows:

a. Date

b. Bowrce

. Bud, {form nusber or name, if spplicsble)
4. Destinstion

&. Buspense date

3. All , documents, form snd correspondence will de delivered by Adminis-
trative Steff messengers to Cargo Movements Branch on regularly scheduled trips.

B. Cargo Movements (C. A. Shipments)
i. Following material will be received by Administretive Staff.

s. Request for Shipment (Form 36-4)

b. Ragnuitim for Supplies iim 36-125)

c. Yellow Shipping Document (Form 36-8?

d. Oreen Shipping Document (Form 36-85

e. Pink Shipping Document (Form 36-85)

f. Dock Receipt w/letter from Despatch Agent

q B s of Dock Receipt
B. m of ‘xﬁ?’.{m from shippers
2. After logging Administrative Staff will:

a. veceipt of Request for Shipment (Form 36-%) and Requisition for
Supplies (Porm 36-125), activate case fils and hold in suapense by Cergo wove
smnt number, Record necessary infarmetion on movements control cards, _

b. Upon receipt of Green Shipping Document (Form 36-85), search inactive
cese files and pull existing case file for the movement.

¢, Beerch movemsnts coutrol cards for sctive card for movement, Recessary
entries will be made indicating that the meterisl is packed and crated and ready
for shipment. Enter other information required such as veight, cube and nuber
of pleces.

4., Route case file to ggﬂ Movements Branch.

« Upen receipt of Pink Shipping Document (Porm 36-8 search movements
cm:ol cards for gntme card for =tg§emt and gecmﬂ}gecggim informstion

thereon.
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£. Foute Pink Shipping Documents (Fors 36-85) to Cargo Movements Brench.

g. Upon receipt of Dock Receipts fogether vith letter | 25X1
search movements control cards for active card for mo L and Tec =

sery information thereon.

‘. Route Dock Receipt w/letter to Cargo Movemat Branch.

5. Upon receipt of Bills of lading, sesrch movements control cards for
sctive cerd for movement and record cost of tremsportztion thereom.

Jj. Route Bills of Lading to Cargo Movements Branch.

3. y Movements Branch will:
&. Review csse file for ncmiatenesa and scourscys

b. Execute request for cargo space, by letter | | 25X1
¢, Tremsmit Dock Receipts by 1stter | | indicating how
cargo is to be marked for shipment. , 25X1A5A1

4. File copy of Pink Bhipping Document (Form 36-85) with case file for
aovenent.

e. File one (1) copy of shippers copy of Dock Receipt with case file for
movenent, ' ‘

£. Trensmit one (1) copy of shippers Dock Receipt | |to be  o5%4
used for billing purposes.

g+« BReceive, all cerrier Bills of leadings, review for correctness snd accuracy.

h. Prepere payment vouchers and tranemit by letter all Bills of lading to

Fiscal Division for paynent.

1. Route outgolng correspondence to destination through Administrative
Stafl,

trative Staff will:
8. Maintain movements comtbol cards with up-to-dste movements informatiom.

b FM| |1etter requesting cergo spece after record-
ing necessery information on sovemats control cerds.

¢, Forward to Werehouse letter with Dock Receipts after recording nec'ea-v
sary informetion on movements contrel cards.

4. Porvard information % of Yellow and Pink Shi  Documents to
operating divisions snd other Int rested perties as designated.

e. Forward payment vouchers to Fimance Division sfter recording necessary
information on movements control cards. _
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£. Close out movements control card on each completed shipment and retain
" in & separate complete shipment file.
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1. ¥orward psyment vouchers to Finmance Division after moraing necessary
information ca movements control cards.

. (Bousehold Goods)
1. Pollowing materisl will be received by Adminiatrative Staff,
2. Bequest for Thipment (Porm 37-91) |
b. Individual Travel Order
¢. Authorizetion Form 51-103 {Confirmed)
d. Bills of Lading
2. After logging in Adminjetrative Steff will::
. m, PForvard correspondence to Cargo Movements Branch,
b. Activate case file and record necessery information on movements control
cards if coordinated shipment w/movement of an individusl.

¢, Route case file to Cargo Movements Brench.

8. Roviev case file for cewlatmm Bnd BCCUracy.

b. Prepare Bill of lading snd shipping tags for 100 lbs. unaccoampanied
baggage moving by Alr Freight.

¢. Yorvard Bill of lsding end shipping te}s to Centrel Processing Branch
through Administrative Steff.

d. Determine from Shipment Hequsst (Form 37-91) location in Z1 of Household

_affects to be moved to nevw destination of individunls,
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